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PEOPLE SEARCH – PERSON SUMMARY 

 
People – Data 
Element Search 

 
To find information on a particular person, you can search through DDF’s or View the 
Person Summary. 
  

 STEP ACTION 
 

1 
 
From the Navigation List – Click on People → Enter and Maintain → <Open>.   
The Find Person window displays. 
 
• Type all or part of the employee’s last name, followed by a % in the Full Name data 

field OR 
• Type the Employee’s SSN (with dashes) in the Social Security data field. 
• Click <Find>. 
 

      

 
2 

 
The People – Find window displays with a list of names and Employee/Applicant 
numbers.  Select the name and click <OK>. 
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3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
The selected employee will display on the People window with the data fields 
automatically populated. 
 

     
 
 

TASK FLOW BUTTONS 
 

Use the Task Flow buttons to drill down to the specific data elements. 

 

4 
Accessing the 
Person 
Summary 

  
Follow the procedures in step 1 and 2 to find the employee.  The People window will 
display.  Click <Others>. 
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5 
 
 
 
 
 
 
 
 
 
 

 
The Navigation Options window opens. 

• Select Person Summary and Click <OK>. 
 

           
 

 

6 
 
The Person Summary window contains 12 Tabs.  The form will only display a few at a 
time.  To view additional tabs click the arrows to the right of the tab headings: 
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TAB EXAMPLE/DESCRIPTION 

Person: 
Information 

 

 
 

Person: 
Military/ 
Education 

 

 
 

Assignment: 
Information 
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Assignment: 
Probation/ 
Retained 
Grade 

 

 
 

Position:  
Title/Pay Plan/ 
Grade/Etc. 

 

 
 

Position:   
Extra 
Information 
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Position:  
Organization/ 
Appropriation 
Code/Etc. 

 

 
 

Pay: Salary  

 
 

Pay: Benefits  
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Performance  

 

Awards/Bonus  

 
 
 

Notification of 
Personnel 
Actions 

  

 
 

 


